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For the amounts claimed on Form 2106 or Form 2106-EZ, please submit the following:

1.  Please complete the enclosed Form 13825, Employee Business Expense Questionnaire.
2.  A copy of your employer’s reimbursement policy or a letter from the employer explaining what expenses are reimbursed. The letter should also indicate whether it is an “accountable” or “non-accountable” reimbursement plan.
3.  If your employer does not have a reimbursement policy, please provide a letter from your employer indicating what expense(s), if any, are reimbursed or that no reimbursement is authorized. 
4.  A statement as to whether or not reimbursement is included on your W-2, and, if so, where on the W-2 the reimbursement is reported.
5.  A copy of any receipts for any expenses claimed greater than $75.
6.  Receipts for any lodging expenses claimed.
7.  Copies of logs, diaries or other records showing all expenses incurred, job locations and dates you were at each location. For meals and entertainment, these records should detail the business purpose and business relationship. 
8.  Verification of total mileage on the Vehicle(s). This can be from two repair receipts, inspection slips or any other records showing total mileage for the year. 
9.  For uniforms, equipment and tools: send a statement from your employer stating whether or not the expense was reimbursed.  Provide your employer’s description of the reimbursement policy and the amount you were reimbursed.  Send copies of cancelled checks and receipts verifying expenses.  
10.  For education expenses:  send a statement from your employer explaining whether you needed to incur the expense in order to keep your job, salary or status.  Explain in writing how the education helped you maintain the skills needed in your job and how much reimbursement you received.  Send copies or receipts and cancelled checks to verify amounts you spent for book(s), transportation, and other educational expenses. 
11.  For legal, taxes, and investment counsel fees: send copies of cancelled checks, receipts, and statements showing the amount paid and the purpose of the expense.
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